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Preface 

Introduction  

The Division of School and Community Nutrition has contracted with Colyar Consulting Group to provide 

a modern, web-based system to manage claims processing and nutrition program applications by way of a 

Commercial Off-the-Shelf system that has been customized to meet Kentucky’s needs. The design has been 

guided by SCN staff with input from sponsors through the SCN steering committee. All modules meet 

federal and state policies, guidelines and regulations.  

Getting Help  

Sponsors have several options for obtaining assistance on navigating within CNIPS and on completing the 

required information for each of the modules. The options for obtaining help are described below: 

Sponsor User Manual and QuickReference Guides 

In addition to this manual, SCN will compile QuickReference guides to assist sponsors on 

completing required forms in CNIPS. More guides and training will be provided as new features 

are introduced. In addition, SCN has compiled a Frequently Asked Questions (FAQ) document. 

All help documentation will be available for electronic download on SCN’s online systems web 

site:   

http://education.ky.gov/KDE/Administrative+Resources/School+and+Community+Nutrition/Nutri

tion+Programs/Online+Reporting.htm  

 

Help Desk Assistance 

Password/User ID Assistance – Please contact the COT Help Desk at (502) 564-7576 if you have 

lost or forgotten your user ID or password. 

Nutrition Program/CNIPS Questions – The SCN Help Desk can answer questions on navigating 

within CNIPS and assisting with any CNIPS related issues. In addition, your SCN program 

consultant may also assist you with answering questions related to the child nutrition program. 

You may reach either by contacting SCN at (502) 564-5625. 

 

http://education.ky.gov/KDE/Administrative+Resources/School+and+Community+Nutrition/Nutrition+Programs/Online+Reporting.htm
http://education.ky.gov/KDE/Administrative+Resources/School+and+Community+Nutrition/Nutrition+Programs/Online+Reporting.htm
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Introduction 

Welcome to the Child Nutrition and Information Payment System (CNIPS) user manual for the School 

Nutrition Programs module. CNIPS is a web-based software solution that provides administrators, state 

users, and Sponsors with efficient and immediate access to applications, claims, and related nutrition 

program functions.  

Web Site Benefits and Features 

CNIPS is a user-friendly web application that allows authorized users to submit and approve application, 

claims, and miscellaneous forms via the Internet, as their security rights permit. Key system features 

include: 

 A software system that manages information regarding Sponsors, applications, claims, and reports.  

 A single integrated database which serves all child nutrition programs. 

 The ability to save partially completed forms on-line, allowing the user to complete the process at 

a later time. 

 Individual User IDs and passwords for secure login to program functions and accurate tracking of 

user behavior.  

 A robust security module that streamlines security setting controls by enabling administrators to 

easily assign users to numerous pre-defined groups and eliminating the need to manually set each 

user's security access. 

User Manual 

This user manual is intended for use by authorized state users that administer the School Nutrition 

Programs. It is designed to provide a general understanding of how to use the system in an effective and 

efficient manner. This manual will provide: 

 A general explanation of each feature available.  

 Screen examples of web site pages and forms. 
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 Step-by-step instructions for utilizing the web site features. 

 Tips and notes to enhance your understanding of the system. 
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Getting Started 

Before you can begin using CNIPS, you must be assigned a user ID and password by the SCN Help Desk 

that provides the required security rights. Once this setup is complete, you may use the Internet and your 

assigned user ID and password to access and log onto the CNIPS web site.  

Accessing the Web Site 

You can access CNIPS from any computer connected to the Internet by opening your Internet browser and 

entering the CNIPS URL in the browser’s address line.   The CNIPS URL for the production environment 

is: https://cnips.education.ky.gov  

 

TIP: You can add this URL to your browser’s FAVORITES list or create a shortcut to 

the web site on your desktop for quicker access to the site. Refer to your browser or 

operating system help files for further information. 

2 

https://cnips.education.ky.gov/
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Figure 1: CNIPS Home Page 

About the CNIPS Home Page 

The CNIPS Home Page consists of three major sections: 

 Bulletin Board 

 Log on 

 Links 

The bulletin board is managed by SCN and provides general information.  It is important to 

remember that the bulletin board on the home page is viewable by the public. 

The log on section is where authorized users enter their User ID and password.   

The links section provides access to websites and additional information: 

 Selecting the Need Help? link will transfer the user to a webpage where the user can 

Bulletin Board 

Website Links 

User Log On 
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send a support request or request a User ID and password. 

 Selecting the SNP Program Resources link will transfer the user to a webpage that 

provides additional information on the National School Lunch Program. 

 Selecting the CACFP Program Resources link will transfer the user to a webpage that 

provides additional information on the Child and Adult Care Food Program. 

 Selecting the SFSP Program Resources link will transfer the user to a webpage that 

provides additional information on the Summer Food Service Program. 

 Selecting the Training Registration  link will open the Training Registration module, 

enabling Sponsors to review and register for courses offered by SCN.   
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Logging On 

To log on 

1. Access CNIPS by typing the URL into the address line of your web browser. 

2. Enter your assigned User ID. 

3. Enter your Password. 

4. Select Log On. 

Note:  If you do not have a User ID and Password, contact the SCN Help Desk.  

 

TIP: The Password is case-sensitive, so be sure to use upper and 

lower-case letters, if necessary. 

Lost/Forgotten User IDs and Passwords 

Forgot your password/user ID?: Please contact the COT help desk at (502) 564-

7576 or (800) 372-7434. Passwords expire every 60 days. 

 

To change your password 

If this is your first time logging on, the system will automatically require you to change your password. 

1. Select a new password and enter it into the box provided. 

2. Re-enter your new password for confirmation. 

3. Select Save to continue to the CNIPS Programs page. 

Note: Security configuration settings require a password ten (10) to twelve (12) 

characters in length.  Please note that the password must be at least ten (10) 

characters in length.   

The password must contain at least one number, one letter, and one special character 

(e.g., !, ?, /). Passwords are case sensitive. 
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CNIPS Content Overview 

Once you are logged in and have selected a Sponsor, the top portion of the CNIPS application contains key 

elements that provide basic information about your location within the system and the selected Sponsor.  

 

 

 

 

 

Figure 2: CNIPS Content Overview 

 

Item Description 

Program Name The selected program name appears in the gray area at the top of the page. 

Menu Items 

Menu items display on the blue menu bar at the top of the page. Selecting a 

menu item will take you to its menu page.  

Users may not have access to all menu items. If you are unable to select a 

particular menu item, you do not have the necessary security rights. Contact 

the SCN Help Desk for assistance. 

Breadcrumb Trail 

The navigation, or breadcrumb trail, identifies your location within the web 

site. Selecting a specific portion of the trail will take you back to that 

particular screen. 

Menu Items 

Log Out 

Program Name 

Selected 
School Year 

Information Box: 
Selected Site 

Information Box: 
Selected Sponsor 

Breadcrumb Trail 
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Item Description 

School Year 
The selected school year displays on the right beneath the menu bar. Upon 

logging in, the system defaults to the most current active school year. 

Information Box 
The information box displays general information regarding the Sponsor/ 

Site. 

Logout 
The logout button displays in the menu bar. It is recommended to select 

Logout to properly exit the system. 

 

Note:  For security reasons, the system will automatically log you out after twenty (20) minutes of 

inactivity.  
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Screen Options 

Data entry screens in the system offer the user some or all of the following options: VIEW, 

MODIFY, and DELETE. The Screen Options area is located on the top right side of the screen, 

directly beneath the colored bar. 

 

Figure 3: Screen Options - example 

 

The following table describes each of the possible screen options: 

Item Description 

VIEW 
Presents the screen information in ‘view-only’ mode. In this mode, the user 

cannot modify any data.   

MODIFY 

Presents the screen in ‘modify’ mode. In this mode, the user can modify field 

data and save the data after pressing the save button at the bottom of the 

screen. 

DELETE 

Deletes the current record displayed on the screen. The user will be presented 

with a confirmation screen to validate that they intend to delete the record.  

This option may appear only on selected screens. 

 

 

TIP: The user should select the appropriate screen option: 

 View – Allows the user to review the information and not 
make any modifications 

 Modify – Allows the user to change the information. 
Important! The modify option automatically removes a 
program application from being approved. Any program 
application must be re-approved by an SCN program 

consultant even if no changes were made. 
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CNIPS Programs Page  

Once you successfully log on, the CNIPS Programs page is displayed. Actual access to specific modules is 

based on the user’s security rights.  If you have access only to the School Nutrition Program module, 

CNIPS will automatically take you to this module and the CNIPS Program Page is not displayed. 

 

 

 

Figure 4: CNIPS Programs Page 

 

Selecting this button… Provides… 

School Nutrition Programs Access to the School Nutrition Programs home page 

Child and Adult Care Food Program Access to the Child and Adult Care Food Program home page 

Summer Food Service Program Access to the Summer Food Service Program home page 
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School Nutrition Programs Home Page 

The School Nutrition Programs home page contains the message board used by state administrators to post 

and maintain School Nutrition Programs-related messages. Messages may contain important news 

regarding the submission due dates, upcoming training, legislative changes, or any other SNP-specific 

information. 

 

To access the School Nutrition Programs home page 

1. Log on to the CNIPS web site. 

2. On the Programs screen, select School Nutrition Programs.  

Note: If a user only has access to the School Nutrition Programs module, the Programs 

screen is not be displayed 

3. The School Nutrition Programs home page displays.  

Note: State administrators maintain the message boards for all CNIPS modules. If you 

would like a message posted on the School Nutrition Programs home page, please 

contact the SCN Help Desk.   

  

Figure 5: School Nutrition Programs Home Page 
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School Nutrition Programs menu options 

From the School Nutrition Programs home page, you can select a menu item from the blue menu bar at the 

top of the page. The School Nutrition Programs menu bar contains menu items specific to the School 

Nutrition Programs. The table below describes the features available for each menu option, which the 

remainder of this manual will discuss in detail.   

Menu Item Menu Features 

Program 

Applications 

Access to overall program application-related items including: 

 Application Packet (incl. Sponsor and site applications) 

 Verification Reports 

 Food Safety Inspection Reports 

 Annual Audit 

 Site Enrollment (i.e., October data) 

 Community Eligibility Option (April data) 

 Financial Report (i.e., semi-annual data) 

 Download Forms 

Claims Access to claim entry screens (e.g., SNP, SSO, and FFVP) and Sponsor-specific 

payment history. 

Security Access to an individual user’s security-related items including: 

 Change Password (authenticated user changing their password).  

Search Access to the Sponsor Search screen.  Note: This menu option is available ONLY 

to users that may have access to more than one Sponsor. 
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Error Processing 

All information entered and saved on the system is verified to ensure it conforms to data entry guidelines 

and system rules. The site performs two types of checks on information entered: Input Edits and Business 

Rule Edits.  

Input Edits 

Whenever you save information or proceed to a new screen, the site checks for input errors. These 

errors may include entry errors such as an invalid data entry (such as entering a 4-digit Zip Code), 

or a non-logical entry (e.g., entering a greater number of eligible than enrolled children). 

If a form contains an input error and the user selects Save, the screen either displays the error code 

and description in red at the top of the page (and the error code is a letter) or displays a message 

next to the field in error.  Input errors must be corrected before you can proceed.  The system will 

not save data entered on a screen that contains an input error.  The user must correct the input 

errors and select Save again. 

 

 

Figure 6: Examples of an Input Error (Partial Screen) 
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Business Rule Edits 

Business rule edits are used to ensure that entered data on a form conforms to state-defined 

guidelines/requirements and federal regulation. Once the user initiates a save, CNIPS will perform 

business rule edit checks after all input errors have been corrected and display a confirmation 

screen stating that data entered has been saved and identifies whether errors exist.    

The user may correct business rule errors immediately or at another time.  The entered data will 

not be lost.  The errors will display at the top of the screen with an error code (usually 4-5 digits) 

and error description.  Business rule edits do not prohibit the system from saving the data entered 

on the screen.   

 

 

Figure 7: Example of a Business Rule Error (Partial Screen) 

 

In addition, business rule edits have an error severity that indicates whether an error is considered 

an Error or a Warning. Errors appear in red and must be corrected before the form can be 

submitted. Warnings appear in blue and indicate an “out of the ordinary” data value. Warning 

errors do not need to be corrected prior to form submission.  

 

Figure 8: Example of a Warning Error 

 

Note: State administrators maintain the verbiage for business rule error messages.  If you 

think an error message is incorrect or unclear, please contact the SCN Help Desk.   
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Selecting a School Year 

Information for Sponsors and sites is displayed based on the selected school year. Upon logging on to the 

system, the “active” school year is the default selection and displays in the top-right corner in the blue bar. 

In order to view information from a prior year, you will need to change the school year. 

Note: A Sponsor will be unable to select a new year if they have not been granted the security 

right. Contact the SCN Help Desk and request access to the Select Year security right if you think 

you should have this right and you are unable to select a year. 

 

To select a school year 

1. Select Year on the blue menu bar at the top of the page.  The Year Select screen displays. 

2. Select the year. 

Note: The selected year is indicated by < Selected. 

3. Use the menu bar to return to your task in the program. 

 

TIP: The ability to view and/or modify a school year is controlled by the 
State’s system administrator. It is important to note that a school year may 

be set as “view only” to the Sponsors and “modify” to authorized State users.  

 

 

Figure 9: Year Select screen 
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Sponsor Search 

Most Sponsor users are associated with a single Sponsor entity.  CNIPS will automatically display all data 

related to the Sponsor.  The Sponsor Search options are not required to access your data; therefore, the 

Search menu option is not available to you.   

If your User ID is associated with more than one Sponsor, you would use the Sponsor Search screen to 

identify which Sponsor data you would like to work on or view. 

 

To search for a Sponsor 

1. On the menu bar, select Search. [If the Sponsor Search screen is already displayed, begin 

at Step 2.]  The Sponsor Search screen displays. 

2. Enter search parameters (see table for additional information on using the search 

parameters). 

3. Select Search. 

4. Select the Sponsor you wish to access. 

 

TIP: The list of Sponsors displays based upon the search criteria entered. If 

no selections were made and the user selected the Search button, the list 
displays all SNP Sponsors with the designated status (default is “Active”). To 

display all Sponsors, leave all search parameters blank and select Search.   

 

Figure 10: Sponsor Search screen 
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If the “Search all available Programs” checkbox is checked, the results display changes in appearance.  The 

system will ignore all search criteria except for the Sponsor ID and Sponsor Status.  If the Sponsor Name is 

entered, and no Sponsor ID is entered, the system will ignore all search criteria except for Sponsor Name.  

If no parameters are entered, the system will retrieve all Sponsors in all programs.   

 

 

TIP: Once all program data is maintained in CNIPS, the user can view which 

programs a Sponsor participates in by entering the search criteria and 

checking the Search all available Programs checkbox. 

 

 

Figure 11: Sponsor Search screen – “Search all available Programs” example 
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Applications 

Now that you know how to access and log on to CNIPS, the remainder of the manual will explore the 

functions of the School Nutrition Programs module. Let’s first look at the Applications component of 

CNIPS, where users manage yearly enrollment of Sponsors and sites and complete the appropriate forms 

required by the SCN. 

About the School Year Enrollment Process 

In order to participate in the School Nutrition Programs, Sponsors must submit a Program Application 

Packet to the State for review and approval.  A new Program Application Packet must be submitted and 

approved at the beginning of each year. For Sponsors that are completing this process as part of their 

“annual update,” certain information from the previous year’s applications rolls over into the new program 

year.  The Sponsor may modify this data for the new program year or keep the prior year’s data for use in 

the current application. 

 

Program Year 2012-2013: Due to the system implementation, all 

SNP sponsors shall be considered as ‘New’ sponsors in the system. As 
such documentation will be collected that will not be necessary in 
subsequent years. In future years certain data elements will roll over 
into the next program year applications, reducing the data entry 

required of sponsors. 
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Submitting a Program Application Packet 

The Sponsor can submit the Program Application Packet to the State once all required applications, 

applicable online forms (e.g., Food Service Management Company contract and Community Eligibility 

Option), and supporting documents identified on the checklist are completed and saved without errors.  

In order to be able to submit a Program Application Packet, the packet must contain: 

 A completed Sponsor Application with no errors 

 At least one completed SNP Site Application with no errors 

 All items in the Checklist are identified as submitted to SCN with a submitted date 

 If the Sponsor indicated on their SNP Sponsor Application that they would be using a Food Safety 

Management Company, the packet must contain at least one Food Service Management Company 

contract with a status of “Submitted” 

 If the Sponsor indicated on their SNP Sponsor Application that they would be participating in the 

Community Eligibility Option (CEO), the packet must contain a completed CEO Schedule with a 

status of “Submitted”. 

 

Once the Program Application Packet has been submitted to the State for approval, the packet history 

section of the Program Application Packet screen will display the event and the packet status changes to 

Submitted for Approval. 

 

 

Figure 12: Packet History (sub-section of the Program Application Packet screen) 

 

Note: In order to view application packet history, select the Show Packet History link at the 

bottom of the Program Application Packet screen. 
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Applications Menu 

The Applications menu is the starting point for all tasks related to the annual School Nutrition Programs 

enrollment process. Menu items are based on security levels.   

 

To access the Applications Menu 

1. On the blue menu bar, select Applications. The Applications Menu displays. 

2. Select an application item to access that application function. 
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Application Packet 

In order to participate in the School Nutrition Program, Sponsors must submit a Program 

Application Packet to the State for review and approval. At the beginning of each program year, 

Sponsor data is rolled over and must be verified by Sponsors prior to submitting any claims.  

The Program Application Packet contains the Sponsor application, site application(s), and other 

forms required as a part of the packet. After selecting “Application Packet” from the Applications 

menu, each required packet item and its status displays.  

If any packet item requires attention (such as an error within a form or a checklist item needs to be 

completed), a red arrow displays next to the Program Application Packet item. If the Program 

Application Packet item has been completed correctly and contains no errors, a green check 

displays next to the Program Application Packet item.  For more details, see Reviewing an 

Application. 

 

Note: Sponsors may not submit claims until their Program Application Packet has been 

approved for the respective program year.  

 

Note:  If a Program Application Packet has been approved, when a Sponsor revises any 

item within the Program Application Packet, the Program Application Packet must be re-

submitted for State review and approval. 

To access the Application Packet 

1. On the blue menu bar, select Applications.  The Applications menu screen displays.  

2. On the menu, select Application Packet.  If necessary, search for and select a Sponsor.  

The Application Packet screen displays.  

3. Select the packet item you want to access. 

  

Figure 13: Application Packet screen 
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Sponsor Application 

The Sponsor Application screen provides access to the Sponsor’s annual application for the 

School Nutrition Programs for both new and renewing Sponsors. The Sponsor is required to 

complete a new Sponsor application annually; however, the State has identified select Sponsor 

data that rolls over from the previous year and pre-fills a new year’s application.  

 

To view a Sponsor application (Original) 

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The current year’s Application 

Packet screen displays.  

3. Select View next to the Sponsor Application packet item. The Sponsor Application for 

the designated school year is displayed. 

Note: If there are multiple versions of a Sponsor application within the system 

(i.e., revisions exist), the system defaults to the version with the most current 

Application Effective Date.  

 

To view a Sponsor application (Revision) 

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The most current year’s 

Program Application Packet screen displays.  

3. Select the revision link under the Latest Version column.   The Sponsor Program 

Application History for the designated school year is displayed. 

  

Figure 14: Latest Version link on the Application Packet screen (partial screen) 



 

 23  

SCHOOL NUTRIT ION PROGRAMS USER MANUAL  

4. Select the application version you would like to view. 

 

TIP: The View option appears in two situations: 1) If the user only has view-

access security rights or 2) If the user has modify-access security rights BUT 
the Program Application Packet has been submitted to the State and is under 

State review and therefore can no longer be modified.  

 

To begin a Sponsor application within the new program year 

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The most current year’s 

Application Packet screen displays.  

3. Select Add next to the Sponsor Application packet item. The Sponsor Application for the 

designated school year is displayed. 

4. Enter required information.  

5. Select Save.  A confirmation screen displays.  

6. Select <Edit to return to the Sponsor Application screen. 

-OR- 

Select Finish to return to the Application Packet screen.  

 

TIP: The Add option only appears for new Sponsors.  If a Sponsor had an 

application in the previous year and has elected to enroll in the new year, the 
prior year’s application information is rolled over into the new year’s 
application as a starting point.  The user would select Modify to review and 

update this information. 

 



 

 24  

SCHOOL NUTRIT ION PROGRAMS USER MANUAL  

To modify a Sponsor application 

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The most current year’s 

Application Packet screen displays.  

3. Select Modify next to the Sponsor Application packet item. The Sponsor Application for 

the designated school year is displayed. 

4. Modify any desired information.  

5. Select Save.  A confirmation screen displays.  

6. Select <Edit to return to the Sponsor Application screen. 

-OR- 

Select Finish to return to the Application Packet screen.  

 

TIP: The Modify option only appears when the Application Packet has not 
been submitted.   Once an application has been submitted and approved by 
the State, a revised application must be submitted (i.e., the Revise option is 

displayed).   

 

 

To revise a Sponsor application  

Note: Only state-approved applications can be revised.  Once a Sponsor selects to ‘Modify’ 

the Program Application Packet, then the Program Application Packet must be re-submitted 

for state review and approval. 

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The most current year’s 

Application Packet screen displays.  

3. Select Revise next to the Sponsor Application packet item. The Sponsor Application for 

the designated school year is displayed. 

4. Modify any desired information.  

5. Select Save.  A confirmation screen displays.  

6. Select <Edit to return to the Sponsor Application screen you just modified. 

-OR- 

Select Finish to return to the Application Packet screen.  
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TIP: The Revise option only appears when the previously submitted 

Application Packet has been approved by the state.   

 

Site Applications – School Nutrition Program 

Sponsors must complete a Site Application for each of their sites participating in the School 

Nutrition Program in a specific school year. The Site Application screen provides access to the 

Site’s annual application for the School Nutrition Programs for both new and renewing sites. Sites 

must complete a new application annually; however, the State has identified select site data that 

rolls over from the previous year and pre-fills a new year’s program application.  

 

To access the Sponsor’s site list   

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The most current year’s 

Application Packet screen displays.  

3. Under Site Applications, select School Nutrition Program.  The Application Packet - 

SNP Site List screen displays.  

 

Figure 15: Application Packet – SNP Site List screen 

 

Note: The sites displayed on this screen are sites that are designated as 

participating in SNP on the Site Profile screen.  If a site participating in SNP does 

not appear on this list, contact the SCN Help Desk. 

 

 

To view a Site Application   

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The current year’s Application 

Packet screen displays.  
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3. Under Site Applications, select School Nutrition Program.  The Application Packet - 

SNP Site List screen displays. 

4. Select View next to the site whose application you would like to view. The site’s Site 

Application is displayed. 
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To modify a Site Application   

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The current year’s Application 

Packet screen displays.  

3. Under Site Applications, select School Nutrition Program.  The Application Packet - 

SNP Site List screen displays. 

4. Select Modify next to the site whose application you would like to view. The site’s Site 

Application is displayed. 

5. Modify any desired information.  

6. Select Save.  A confirmation screen displays.  

7. Select <Edit to return to the Site Application screen. 

-OR- 

Select Finish to return to the SNP Site List screen.  

8. Repeat Steps 4 through 7 for each site that will participate in the program.  

 

 

 
 

 

To revise a Site Application   

Note: Only state-approved applications can be revised.  Once a Sponsor selects to ‘Modify’ 

the Program Application Packet, then the Program Application Packet must be re-submitted 

for state review and approval. 

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The current year’s Application 

Packet screen displays.  

3. Under Site Applications, select School Nutrition Program.  The Application Packet - 

SNP Site List screen displays. 

4. Select Revise next to the site whose application you would like to delete.  The site’s Site 

Application is displayed. 
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5. Modify any desired information.  

6. Select Save.  A confirmation screen displays.  

7. Select <Edit to return to the Site Application screen. 

-OR- 

Select Finish to return to the SNP Site List screen.  

 

TIP: The Revise option only appears when the previously submitted 

Application Packet has been approved by SCN.   
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Site Applications – Seamless Summer Option 

Sponsors must complete a Site Application for each site participating in the Seamless Summer 

option program is a specific school year. The Site Application screen provides access to the Site’s 

annual program application for the Seamless Summer Options for both new and renewing sites. 

Sites must review and update their program application annually; however, the State has identified 

select site data that rolls over from the previous year and pre-fills a new year’s program 

application.  

 

Note: Please ensure you are working in the correct program year. For Summer 

2012 you will need to be in the 2011-2012 program year to participate in SSO. To 

change years simply click on the Year menu item and then change the program 

year. 

To access the Sponsor’s site list   

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The most current year’s 

Program Application Packet screen displays.  

3. Under Site Applications, select Seamless Summer Option.  The Application Packet – 

Seamless Summer Option Site List screen displays.  

 

Note: The sites displayed on this screen are sites that are designated as 

participating in SSO on the Site Profile screen.  If a site participating in SSO does 

not appear on this list, contact the SCN Help Desk. 

 

 

To add a new SSO site   

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The most current year’s 

Program Application Packet screen displays.  

3. Under Site Applications, select Seamless Summer Option.  The Program Application 

Packet - Seamless Summer Option Site List screen displays.  

4. At the bottom of the site list, select Add Site Application.  The SSO Available Site(s) 

screen displays. 



 

 30  

SCHOOL NUTRIT ION PROGRAMS USER MANUAL  

Note: The sites displayed on this screen are sites that are designated as 

participating in SSO on the Site Profile screen. 

5. If the site you would like to add an application for is listed, select the site.  If the site you 

would like to add an application for is not listed, select Add New Site. The ‘Quick’ Site 

Profile screen displays. 

6. The system automatically defaults the Site ID to the next available ID for this Sponsor.  

The user can enter in another Site ID; however, it must be 4 digits and must not have 

already been assigned to another site. 

 

TIP: It is highly recommended that you use the Site ID assigned by the 
system.  The system has verified that the assigned ID is unique and is the 

next available Site ID for the Sponsor.   

 

7. Enter the Site Name and County. 

8. Select Save.  The SSO Site Application for the new site is displayed. 

 

 

Figure 16: ‘Quick’ Site Profile screen 

 

To view a SSO Site Application   

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The current year’s Application 

Packet screen displays.  

3. Under Site Applications, select Seamless Summer Option.  The Application Packet - 

Seamless Summer Option Site List screen displays. 

4. Select View next to the site whose application you would like to view. The site’s SSO 

Site Application is displayed. 
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To modify a SSO Site Application   

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The current year’s Application 

Packet screen displays.  

3. Under Site Applications, select Seamless Summer Option.  The Application Packet - 

Seamless Summer Option Site List screen displays. 

4. Select Modify next to the site whose application you would like to view. The site’s SSO 

Site Application is displayed. 

5. Modify any desired information.  

6. Select Save.  A confirmation screen displays.  

7. Select <Edit to return to the SSO Site Application screen. 

-OR- 

Select Finish to return to the Seamless Summer Option Site List screen.  

8. Repeat Steps 4 through 7 for each site that will participate in the program.  

 

To delete a SSO site application 

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The current year’s Application 

Packet screen displays.  

3. Under Site Applications, select Seamless Summer Option.  The Application Packet - 

Seamless Summer Option Site List screen displays. 

4. Select Modify next to the site whose application you would like to delete.  The site’s SSO 

Site Application is displayed. 

5. Select DELETE on the Edit menu in the top-right corner.   

6. The system transfers you to the bottom of the screen and a warning message is displayed. 

7. Select the Delete button at the bottom of the page.  A confirmation message displays.  

 

WARNING:  Only a site application that has not been approved can be deleted.  Once 

the application has been deleted, it is permanently removed and cannot be restored. 

Use caution before deleting an application.  
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To revise a SSO Site Application   

Note: Only state-approved applications can be revised.  Once a Sponsor revises any item 

within the Application Packet, the Application Packet must be re-submitted and the state 

review and approval process starts again.  

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The current year’s Application 

Packet screen displays.  

3. Under Site Applications, select Seamless Summer Option.  The Application Packet - 

Seamless Summer Option Site List screen displays. 

4. Select Revise next to the site whose application you would like to delete.  The site’s SSO 

Site Application is displayed. 

5. Modify any desired information.  

6. Select Save.  A confirmation screen displays.  

7. Select <Edit to return to the SSO Site Application screen. 

-OR- 

Select Finish to return to the Seamless Summer Option Site List screen.  

 

TIP: The Revise option only appears when the previously submitted 

Application Packet has been approved by the State.   
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Food Service Management Company (FSMC) Contract List 

If the Sponsor's School Nutrition Programs is managed by a Food Service Management Company 

(FSMC), then information regarding the FSMC contract is required as a part of the Program 

Application Packet.   The FSMC Program Application Packet item is initiated when the Sponsor 

has specified that they will be using a FSMC on their Sponsor application.  If the Sponsor has not 

specified that they will be using a FSMC for the respective year, the FSMC Contract List will not 

appear on the Program Application Packet screen. 

 

To access the Food Service Management Company Contract List 

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select Details next to FSMC Contract List. The Food Service Management Company 

Contracts screen displays.  

 

 

Figure 17: Food Service Management Company Contracts list screen 

 

To add a Food Service Management Company contract 

1. On the blue menu bar, select Applications. The  Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select Details next to FSMC Contract List. The Food Service Management Company 

Contracts list screen displays.  

4. Select the Create New Contract button. The Food Service Management Company 

Contract for the specified year is displayed. 



 

 34  

SCHOOL NUTRIT ION PROGRAMS USER MANUAL  

5. Select the company and initial year. The Company Contact Information is automatically 

populated. 

6. Enter additional contract information. 

Note: CNIPS will automatically calculate the begin and end dates of each renewal 

year based on the initial contract year and the number of optional renewal years 

entered. 

7. Select Save. A confirmation screen displays. 

8. Select <Edit to return to the Food Service Management Company Contract screen. 

-OR- 

Select Finish to return to the Food Service Management Company Contracts list screen.  

 

To modify a Food Service Management Company contract 

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select Details next to FSMC Contract List. The Food Service Management Company 

Contracts list screen displays.  

4. Select Modify next to the company you want to modify. 

5. Modify any desired information.  

6. Select Save. A confirmation screen displays. 

7. Select <Edit to return to the Food Service Management Company Contract screen. 

-OR- 

Select Finish to return to the Food Service Management Company Contracts list screen.  

 

WARNING:  Contract information can be modified only until the State has 
approved the FSMC contract.  Once the FSMC contract has been approved 
the user would only use the Modify option to early terminate or cancel the 

FSMC contract. 
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To delete a Food Service Management Company contract 

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select Details next to FSMC Contract List. The Food Service Management Company 

Contracts list screen displays.  

4. Select Modify next to the company you would like to delete.  The Food Service 

Management Company Contract screen is displayed. 

5. Select DELETE on the Edit menu in the top-right corner.   

6. The system transfers you to the bottom of the screen and a warning message is displayed. 

7. Select the Delete button at the bottom of the page.  A confirmation message displays.  

 

WARNING:  Only a contract whose Application Packet has not been 
approved can be deleted.  Once the contract has been deleted, it is 
permanently removed and cannot be restored. Use caution before deleting 

a contract.  
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To early terminate an active Food Service Management 

Company contract 

 

TIP: Within the system, Food Service Management Company contracts 

automatically renew based on the number of optional renewal years specified 
on the Food Service Management Company Contract screen.  To end a 

contract mid-year, use the Early Termination section of the form.   

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select Details next to FSMC Contract List. The Food Service Management Company 

Contracts list screen displays.  

4. Select Modify next to the company you want to modify. 

5. Under the Early Termination Information section, identify that you are terminating the 

contract early and enter the date and reason for early termination. 

6. Select Save. A confirmation screen displays. 

7. Select < Edit to return to the Food Service Management Company Contract screen. 

-OR- 

Select Finish to return to the Food Service Management Company Contracts list screen.  

 

 

Figure 18: Food Service Management Company Contracts screen (partial) - Termination 
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Community Eligibility Option Schedule 

If the Sponsor is interested in participating in the Community Eligibility Option offered by the 

USDA, the Community Eligibility Option Schedule must be completed.  This item is 

automatically added to the Sponsor Program Application Packet screen when the Sponsor answers 

“Yes” to the “Will any of your sites be participating in the Community Eligibility Option (CEO) 

for the National School Lunch Program?” question under the Eligibility Information section of the 

Sponsor Program Application. 

 

To access the Community Eligibility Option Schedule 

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select Details next to Community Eligibility Option (CEO) Schedule. The Community 

Eligibility Option (CEO) Schedule screen displays.  

Note: The default display is to show the Grouping detail for all groups associated 

with the Sponsor (i.e., Show Detail column checked).  To view only groups with 

sites, uncheck the “Show Detail” checkbox where Number of Sites is “0”. 

 

Figure 19: Community Eligibility Option (CEO) Schedule screen 
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To define a CEO Schedule  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select Add next to Community Eligibility Option Schedule. The Community 

Eligibility option (CEO) Schedule screen displays.  

Note: The CEO Schedule screen lists all sites that had identified on their Site 

Application that they will be participating in the Community Eligibility Option (CEO) 

program.   

The Students data displayed on this screen is retrieved from the Community 

Eligibility Option screen (i.e., April data) for the optimal program year (i.e., the 

April data that yields the highest Identified Students percentage). 

 Participation Year 1: The student data displayed is the site’s/group’s prior 

year April data 

 Participation Year 2: The student data displayed is either: a) the 

site’s/group’s Year Prior to First Year (YPFY) or b) Year 1 April data – whichever 

yields the higher Identified Student percentage. 

 Participation Year 3: The student data displayed is the either: a) the 

site’s/group’s Year Prior to First Year (YPFY) or b) Year 2 April data – whichever 

yields the higher Identified Student percentage. 

 Participation Year 4: The student data displayed is the either: a) the 

site’s/group’s Year Prior to First Year (YPFY) or b) Year 3 April data – whichever 

yields the higher Identified Student percentage. 

4. For each site, under the Group column, select whether the site will qualify based on its 

own site data by selecting “Individual” or if the site will qualify by being grouped with 

other sites by selecting the group number. 

Note: If the Sponsor is qualifying as district-wide, all sites must be assigned to 

“Group 1” and not as “Individual”. 

5. Once all sites have been either identified as “Individual” or assigned to a group, select 

Save. 

Note: CNIPS will issue an error if any group does not meet the minimum 40.00% 

Identified Student percentage. 
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To add a site to an existing Community Eligibility Option 

Schedule 

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select Modify next to Community Eligibility Option Schedule. The Community 

Eligibility option (CEO) Schedule screen displays.  

4. The new site will be identified as “Unassigned” under the Group column.  Select the 

group to which the site should be associated or select “Individual” if the site qualifies 

based on its own student data. 

5. Select Save. A confirmation screen displays. 

6. Select <Edit to return to the Community Eligibility Option (CEO) Schedule screen. 

-OR- 

Select Finish to return to the Program Application Packet screen.  

 

WARNING:  All sites identified on their site application as participating in 

CEO must be assigned to a group or identified as “Individual”. 
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To export the Community Eligibility Schedule  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select View next to Community Eligibility Option Schedule. The Community 

Eligibility Option (CEO) Schedule screen displays.  

 

Select the Export button.  A spreadsheet opens in Microsoft 

Excel that lists information displayed in the Grouping section of 
the Community eligibility option (CEO) Schedule.  
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Checklist 

A checklist is automatically generated based upon answers to specific questions from the Sponsor 

and site applications.  The checklist identifies supplemental documents that need to be submitted 

to the state.  The Checklist feature allows Sponsors to keep track of documents and their dates of 

submission. State users use this feature to identify when documents have been received and to 

denote the status of the documents.  

 

To access a Checklist  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Program Application Packet screen 

displays.  

3. Select Checklist Summary. The Checklist Summary screen displays. 

 

Figure 20: Checklist Summary screen 

 

To view a Checklist  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Program Application Packet screen 

displays.  

3. Select Checklist Summary. The Checklist Summary screen displays. 

4. Select the Sponsor or Site whose checklist you wish to view.  The Checklist screen 

displays. 

Note: Checklist items are generated based on SCN business rules associated with 

the respective Sponsor or Site Application.   
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Figure 21: Checklist screen 

 

To update a Checklist  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Application Packet. The Application Packet screen displays.  

3. Select Checklist Summary. The Checklist Summary screen displays. 

4. Select the Sponsor or Site whose checklist you wish to update.  The Checklist screen 

displays. 

5. Identify whether the document has been submitted and the submission date.  The Date 

Submitted to SCN field automatically defaults to the system date.  This can be changed 

by the user.  A checklist is not considered complete until all checklist items are identified 

as having been submitted to SCN. 

6. Select Save.  The Checklist Summary screen displays.  
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To upload an attachment to a Checklist item 

Note: If the checklist item has a paper clip icon next to it, you can upload an attachment.  

Files in the following formats can be uploaded: .doc, .xls, .pdf, and .jpg.  

1. Select the paper clip.  The Checklist File Upload Details screen displays. 

2. Use the Browse button to select the file to upload.  If desired, enter a brief comment 

(field is not required) 

3. Select Save. 

 

Figure 22: Checklist File Upload Detail screen 
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Fresh Fruit and Vegetable Program Application 

A Fresh Fruit and Vegetable Program Application exists for each Sponsor that will participate in 

the Fresh Fruit and Vegetable Program.  The Fresh Fruit and Vegetable Program Application is 

maintained by SCN and viewable from the Application Packet screen.  

Note: Only Sponsors that have been identified by a State user in CNIPS as invited to 

participate in the Fresh Fruit and Vegetable Program will see a Fresh Fruit and Vegetable 

Program Application item on their Application Packet screen. 

 

To view a Fresh Fruit and Vegetable Program application 

1. On the blue menu bar, select Applications.   

2. From the Applications menu, select Application Packet. The current year’s Application 

Packet screen displays.  

3. Select View next to the Fresh Fruit and Vegetable Application packet item. The Fresh 

Fruit and Vegetable Program Application for the designated school year is displayed. 

4.  

Select < Back to return to the Application Packet screen.  
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 Verification Report 

Sponsors use the Verification Report function to complete and submit the mandatory annual 

Verification Report to the State. The Verification Report contains information about sites 

collecting applications, site enrollment, eligibility information, and verification results.  

 

To access a Verification Report  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Verification Report. The Verification Reports list screen displays.  

 

To complete or modify a Verification Report  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Verification Report. The Verification Reports list screen displays.  

3. Select Modify next to the year that you would like to enter data into the Verification 

Report.  The Verification Report screen for the designated year selected is displayed. 

4. Enter information into the screen fields provided. 

5. Select Save. A confirmation screen displays.  

6. Select <Edit to return to the Verification Report screen. 

-OR- 

Select Finish to return to the Verification Reports list screen.  

Note: The Verification Report is automatically submitted when all required fields 

have been completed without errors and the user selects the Save button. If you 

do not correct the errors, the form status is “Error”.   

 

To delete a Verification Report  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Verification Report. The Verification Reports list screen displays.  

3. Select Modify next to the year that you would like to delete an existing Verification 

Report.  The Verification Report screen for the designated year selected is displayed. 

4. Select DELETE on the Edit menu in the top-right corner.   

5. The system transfers you to the bottom of the screen and a warning message is displayed. 

6. Select the Delete button at the bottom of the page.  A confirmation message displays. 

7. Select Finish. 

 

WARNING:  Only Verification Reports that have not been submitted can be deleted.  

Selecting the DELETE button permanently deletes the Verification Report from the 

system.  It will not be recoverable once deleted.   
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Food Safety Inspections  

The Food Safety Inspections screen allows Sponsors to enter annual food safety inspection 

information for each of their sites.  Food Safety Inspection reports are submitted for the prior year.  

Hence, during the 2011-2012 year, Sponsors are submitting Food Safety Inspection reports for the 

2010-2011 year. 

Note: Only enrolled sites are listed. If the site has an application on file for the designated 

year, it will be listed and the street address on that application will be displayed.  

 

To access a Food Safety Inspections report  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Food Safety Inspections. The Food Safety Inspections list screen 

displays.  

 

To complete or modify a Food Safety Inspections report  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Food Safety Inspections. The Food Safety Inspections list screen 

displays.  

3. Select Modify next to the year that you would like to enter data into the Food Safety 

Inspections screen.  The Food Safety Inspections screen for the designated year selected 

is displayed. 

4. Enter information into the screen fields provided. 

5. Select Save. A confirmation screen displays.  

6. Select <Edit to return to the Food Safety Inspections screen. 

-OR- 

Select Finish to return to the Food Safety Inspections list screen.  

Note: The Food Safety Inspections Report is automatically submitted when all 

required fields have been completed without errors and the user selects the Save 

button. If you do not correct the errors, the form status is “Error”.   
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Site Enrollment  

The Site Enrollment screen allows Sponsors to enter their Site Enrollment and eligibility data for 

each of their sites.  The site must have an active approved application within the system.   

Once site-level October claim data has been entered into CNIPS, the system will automatically 

pre-populate the Operating Days and Number of Meals Served fields on the Site Enrollment 

screen with the respective October claim data resulting in no need to re-enter the data into CNIPS.  

This will become effective in 2013, using October 2012 site-level claim data.  The Sponsor is 

responsible for entering Enrollment and Eligibility data based on the last operating day in October. 

 

To access Site Enrollment 

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Site Enrollment. The Site Enrollment list screen displays.  

 

To complete or modify Site Enrollment  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Site Enrollment. The Site Enrollment list screen displays.  

3. Select Modify next to the year that you would like to enter data into the Site Enrollment 

screen.  The Site Enrollment Site List screen for the designated reporting month is 

displayed. 

4. Select a specific site.  The respective site’s Site Enrollment screen is displayed. 

5. Enter Enrollment and Eligibility data based on the last operating day of October. 

6. Select Save. A confirmation screen displays.  

7. Select <Edit to return to the Site Enrollment screen. 

-OR- 

Select Finish to return to the Site Enrollment list screen.  

Note: The form is automatically submitted when all required fields have been 

completed without errors and the user selects the Save button. If you do not 

correct the errors, the form status is “Error”.   
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 49  

SCHOOL NUTRIT ION PROGRAMS USER MANUAL  

 

Community Eligibility Option  

The Community Eligibility Option screen allows Sponsors to enter their April Directly Certified 

(DC) Students and Site Enrollment data for each of their sites.  This data is used in determining a 

site’s potential eligibility in participating in the USDA Provision 4 CEO program. Sites which 

have a 40% or greater percentage of DC are eligible for this option. Sites whose percentage is 

between 30.00% - 39.99% are potentially eligible.  

Note: Data entered on this screen used to determine eligibility in the following school year 

(e.g., April 2012 data is used to determined CEO eligibility for the 2012-2013 school year). 

   

To access CEO Site Eligibility 

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Community Eligibility Option. The Community Eligibility Option 

(CEO) Site List screen displays.  

 

To complete or modify CEO Site Eligibility  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Community Eligibility Option. The Community Eligibility Option 

(CEO) Site List screen displays  

3. Select Detail next to the year that you would like to enter data into the Site Enrollment 

screen.  The Community Eligibility Option (CEO) - Site Eligibility screen for the 

designated reporting month is displayed. 

4. Enter number of Directly Certified students and the total student Enrollment for each site. 

5. Select Save. A confirmation screen displays.  

6. Select <Edit to return to the Site Enrollment screen. 

-OR- 

Select Finish to return to the Site Enrollment list screen.  

 

Note: The form is automatically submitted when all required fields have been 

completed without errors and the user selects the Save button. If you do not 

correct the errors, the form status is “Error”.   
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Figure 23: Community Eligibility Option (CEO) - Site Eligibility screen 
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Financial Report  

The Financial Report screen provides a Sponsor’s revenue and expenditure data for a specific 

period.  Sponsors will submit Financial Reports as follows:  

 In late January, with the information based on December 31
st
 data. 

 In late July, with the information based on June 30
th

 data. 

 

To access Financial Report 

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Financial Report. The Financial Report list screen displays.  

 

To view or modify Financial Report  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Financial Report. The Financial Report list screen displays.  

3. Select View or Modify next to the reporting period that you would like to view or enter 

data.  The Financial Report Details screen for the designated reporting month is 

displayed. 

4. Enter data, if appropriate. 

5. Select Save. A confirmation screen displays.  

6. Select <Edit to return to the Site Enrollment screen. 

-OR- 

Select Finish to return to the Site Enrollment list screen.  

Note: The form is automatically submitted when all required fields have been 

completed without errors and the user selects the Save button. If you do not 

correct the errors, the form status is “Error”.   
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Download Forms 

The Download Forms function allows users to view, download and/or print all forms and 

documents made available on the site by the State.  

 

To access Download Forms  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Download Forms. The Download Forms screen displays.  

 

To download or view a form  

1. On the blue menu bar, select Applications. The Applications menu screen displays.  

2. On the menu, select Download Forms. The Download Forms screen displays a list of all 

available forms. 

3. Select the Form ID of the form you wish to download.  If the form is a document, a gray 

dialog box appears. 

4. Select Open to view the form. 

- OR -  

Select Save to save the form to your computer. 

 

Note: The software application associated with the form will initiate the opening of 

the form.  For example, if the form is a Microsoft Word document, Microsoft Word 

on your desktop will initiate the opening of the form.  This is also true with 

Microsoft Excel or Adobe Acrobat forms. 

 

5. Select the <Back button to return to the previous screen. 

 

TIP: The New Sponsor column indicates whether the form is required for 

submission by Sponsors new to the School Nutrition Programs.   
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Application Packet – SCN Policies 

Sponsors should complete their site and sponsor applications using the following information. 

 

About the Application Packet Process 

SCN seeks to provide specific guidance to sponsors when completing their site and sponsor applications. 

Reference the information below for questions you may have. If you have further questions on this please 

contact your program consultant. 

 

 

DEFINITION: A site is a physical location where meals are served.  Two 

schools that share one cafeteria are considered “one” site.  Please contact 

your program consultant if you need assistance in determining your sites 

 

Sponsor Application 

 
This information is taken from the Sponsor Profile entered by SCN. If the type of agency 

is incorrect please notify your program consultant. 
 

 

 

 
The operational dates should always be the start and end dates of your school year 

calendar. 

4 
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Public Schools: Enter in the current district superintendent. 

 

RCCIs/Private Schools: Enter in the headmaster, president, CEO or other head official. 

 

 

 

 
Enter in the physical address of the board office or sponsoring organization. No PO boxes 

or other type information should be entered here. 

 

 

 

 
Enter in the mailing address where all correspondence from SCN should be sent to. 

Generally, the county designation should be the same as the physical address. Please use 

USPS addressing standards when completing the mailing address information. 

 

 

TIP: Use the ‘Same as the…’ feature to automatically pre-populate the 

information. For example, if the mailing address is the same as the physical 

address then click on the checkbox to pre-populate the mailing address 

information.  
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Enter the individual responsible for administering the child nutrition program within your 

organization.  

 

 

 
Enter the individual responsible for filing the monthly claim.  

 

Note: All claims payment vouchers will be sent to the individual’s email address noted in 

this section.  

 

 

 
Typically, this is a staff person occupying in a higher position within the organization 

than the child nutrition director (e.g., district superintendent). 

 

 For “mixed” CEO districts, a hearing official is required as some schools will 

continue to process household applications. 

 

 For “All Schools” CEO districts, enter N/A as the hearing official. 
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This staff person approves applications and may be the child nutrition director or their 

designee. 

 

 For all CEO districts, a determining official is required as Direct Certification 

is processed in CEO districts. 

 

 

 

 
Enter the person responsible for conducting verification. 

 

 For “mixed” CEO districts, a verifying official is required as verification is 

required for any processed household applications. 

 

 For “All Schools” CEO districts, enter N/A as the verification official as 

verification is not required. 

 

 

 

 
Review your meal counting and claiming procedures that were submitted to the state 

agency previously. If the procedures have been revised, then click ‘Yes’. Otherwise, click 

‘No’. 

 

 

 
Q27 – If changes have been made to the USDA prototype application with 

changes to the verbiage, formatting, questions, etc. then answer ‘No’. Otherwise, 

answer ‘Yes’. 
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Q30 – Provide the vendor name for the system. This may be a different vendor 

than your POS system. 

 

Q31 - The sponsor must also note their intent to participate in CEO on the 

individual site application. 

 

 For “mixed” CEO districts, answer the questions pertaining to applications as 

required for non-CEO schools. 

 

 For “All Schools” CEO districts need to note Q27 as “Yes”. 

 

 

 
This section will only be available for editing if the ‘Type of Agency’ is RCCI. 

 

 

 
Only FSMCs approved by SCN are allowed to contract with SFAs. Check with your 

program consultant if an FSMC is utilized. 
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Enter in the district’s average annual attendance from the prior school year. Your DPP 

should have this information.  

 

 

 
Enter the information for the specified school year 

 

 

 
Sponsors can make further explanatory notes in this section. Questions, comments, and 

other guidance required should be entered in the application packet notes section as found 

under the Application menu. 
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Site Application  

 
The participating programs are shown from the previous program application. Users can 

modify this selection by clicking on ‘Modify Program Selection’. 

 

Note: Only check the programs that are actively operating. 

 

 

 
The person acting in a supervisory capacity that is responsible for program operations at 

this site should be listed here (e.g., cafeteria manager). 

 

 

 
Enter in the physical location of the site: this should not contain a PO Box.  
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Q9 & Q10 – For severe need, schools should mark “Yes” to Q9 for SY 12-13 and SY 13-

14. In Q10 enter in the applicable information in order to qualify for severe need. Use 

annual data two years prior when completing program applications in SY 12-13 and SY 

13-14. 

 

Q11 - Grade levels selected should reflect students served at this physical location and 

not include those students served at satellite sites. Satellite sites should have their own 

separate site application. The grade levels should reflect students enrolled at this site. 

 

Q12 - For combination kitchens, indicate the kitchen types as identified in the dropdown 

box in Q12 that apply. 

 

 
Select the appropriate pricing mechanism for the site.  

Use annual data from two years prior 

when completing the application for 

SY 12-13 and SY 13-14 
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Afterschool Care Program participating sites must select ‘Non-Pricing’ if the 

attendance area eligible option is chosen. 

 

CEO participating sites must select ‘non-pricing – CEO’. 

 

 

 

 
QA1 – Sponsors should mark all months the site will be in operation. 

 

QA6 – This also includes any point of sale, including any meal counting outside of the 

cafeteria (e.g., Breakfast in the Classroom, in-school suspension, etc.). 

 

QA7 – Indicate if the site is operation Provision 1, 2, or 3, or if participating in the CEO 

program. 

 

If you intend to participate in CEO, then you must also select ‘CEO’ in QA7-A. 
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QB1 – Sponsors should mark all months the site will be in operation 

 

QB6 – This also includes any point of sale, including any meal counting outside of the 

cafeteria (e.g., Breakfast in the Classroom, in-school suspension, etc.). 

 

QA7 – Indicate if the site is operation Provision 1, 2, or 3, or if participating in the CEO 

program. 

 

If you intent to participate in CEO, you must also select ‘CEO’ in both QA7-A and 

QB7-A. 
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QC1 & QC2 – The months of operation and snack service times should be all 

encompassing of any all qualifying afterschool programs. For example, if an enrichment 

program operates Aug – Nov and another separate program is in operation from October - 

June then mark Aug through June as the months of operation. The same concept is true 

for snack times: note the earliest and latest snack times for all programs in operation at 

that site. 

 

QC4 – Complete the following information: 

a. Identify whether the program is: 

1) Afterschool child care 

2) 21
st
 Century 

3) Extended School Day for targeted children 

b. If program selected is afterschool child care or 21
st
 Century, then describe the 

enrichment or academic activities provided. If multiple programs are provided 

list each separately within the text box. 

 

QC5 – If selecting for eligibility based on this site, check the first checkbox. If qualifying 

based on another site, then always select ‘Other’. Enter in the free/reduced percentage of 

the qualifying site based on the October qualifying data from the prior year as published 

on SCN’s website for this school or the primary feeder school. 
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This must be the food service manager at the site. 
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Seamless Summer Option (SSO) 

 
Q 1-4 This must be the person in charge at that site and should be in charge of the daily 

meal counts, production records, etc.  This is also the person SCN will ask for during a 

site review. 

 

 

 
Q 5-9 This must be the location where the meals are served and must be a “physical” 

address (e.g., 123 Oak Street). Documentation must match information provided here 

(e.g., the address on the daily meal count sheet must match this address). 

 

 

 
Screenshot continues onto next page. 
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Q10 – Indicate the type of site and how the site will be qualified.   

 

For the first year of Seamless Summer operation, sponsors are to select “other” and enter in the 

name of the qualifying school, the percentage, and the year in the text box for any sites 

establishing eligibility using qualifying data. 
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Q11 Indicate whether or not the site is located in an area where the school operates on a year 

round calendar.  If yes, contact your consultant. 

 

Q12 Indicate the start and end dates of the meal service operations. 

 

Q13 Enter for each month, the number of days the meal service will operate – be sure that it is 

consistent with Q 12 and Q 14. 

 

Q14 Indicate any dates in which the meal service will not operate (e.g., field trip dates, holidays, 

etc.). 

 

 
Q15 Select the meal services, estimated number of children to be served, meal service beginning 

and end times, and the days of the week for operation. 
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Q16 Indicate the meal planning option – Must be the same as your NSLP meal planning option. 

 

Q17 Indicate if meals are vended, prepared at the site, or transported to the site from a central 

location. 

 

Q18 Indicate if OVS will be utilized – Remember OVS must be offered for lunch to sites that are 

predominately HS students. 

 

Q19 Indicate number of points-of-service at the site (how many locations at this address will be 

taking meal counts?). 

 

 

 
Q20 Indicate how you will advertise to the community the availability of summer meals. 

 

 
Q21 If this site is not a school or staffed by district school food service personnel, indicate the 

organization that will be responsible for the operations of the SSO (e.g., YMCA, B&G clubs, 

etc.). 
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Q22 Enter the number of free, reduced, and paid lunches from the SY 09-10 served at the 

qualifying school (from Q 10). 

 

 
 

Check the certification box and then click Submit. 
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Claims 

The CNIPS Claims component allows Sponsors to submit monthly online reimbursement claim requests to 

the State, review claim rates, and review historical payment summaries.   

About the Claims Process 

A Sponsor submits a reimbursement claim to the State for every month in which one or more sites 

participates in the School Nutrition Programs. Sponsors may enter Sponsor and site information into the 

monthly claim form beginning at the first of every month. Sponsors have fifteen days from the last day of 

the claim month/year to submit an original claim  

Note: Claims cannot be created for a month if there is no approved Application Packet in effect for 

that period.   

If you cannot access claims for a specific month, be sure your Application Packet has been 

approved.  If your Application Packet has been approved and you still cannot enter a claim for a 

specific month, contact the SCN Help Desk to validate the effective date of the Sponsor application 

and Site application.  

At the time claims are submitted, they are checked by the system to ensure they conform to established 

business rules governing reimbursement claim eligibility and approval.  
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Security 

System-authenticated users (i.e., users that are logged on) may change their password through the Change 

Password feature. 

Security menu 

The Security menu option within the School Nutrition Programs module is the access point to the Change 

Password and User Manager functions.  

To access the Security menu 

1. Select Security on the blue menu bar at the top of the page. 

The Security menu displays. 

2. Select a security item to access that security function. 

 

To access Change Password 

1. On the blue menu bar, select Security.  

2. On the Security menu, select Change Password.  The Change Password screen displays.  

3. Enter your New Password.  

4. Re-Enter your New Password.  

5. Select Save. A confirmation message displays.  

6. Select <Edit to return to the Change Password screen you just modified. 

-OR- 

Select Finish to return to the Security menu.  

 

Figure 24: Change Password screen 

Note: Security configuration settings require a password ten (10) to twelve (12) 

characters in length.  Please note that the password must be at least ten (10) 

characters in length.  The password must contain at least one number, one letter, and 

one special character (e.g., !, ?, /). Passwords are case sensitive. 
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Application Packet Statuses 

Statuses are used to manage the workflow of the Application Packet. Each packet can have only one status 

at a time.   

o Not Submitted 

 The packet has a status of “Not Submitted” when the packet is created for the first time or 

when any of the packet items are created, revised, or modified, but the Application Packet has 

not been submitted to the State. 

o Submitted  

 The packet has a status of “Submitted” when the Sponsor uses the Submit for Approval 

button on the Application Packet screen to submit the error-free packet to the State for review. 

 If the packet status is “Submitted”, the entire packet becomes read-only to the Sponsor. 

 All applications that are “Submitted” must ultimately be “Approved”, “Denied”, or “Returned 

for Correction” or “Withdrawn”.   

o Approval Recommended (i.e., First Level Approved) 

 When a Sponsor is new to the program, the system will require two levels of approval.  This 

status represents the first level of approval performed by the State before a final approval is 

granted. 

 The Application Packet screen will display the First Approval button when the first level 

approval is required. After the button has been selected, this button will not display; however, 

the Approve button will be displayed. 

o Approved 

 The packet has a status of “Approved” when the State has approved each packet item AND 

has selected the Approve button on the Application Packet screen.   

o Denied 

 The packet has a status of “Denied” when the State selects the Deny button on the 

Application Packet screen.   

 When a packet is “Denied”, the packet remains view-only and nothing in the packet can be 

modified. The only way to edit items in a denied packet is for the State to change the status of 

the packet to something other than “Denied”.  

 By denying an Application Packet, the status of all items within the packet is automatically 

set to “Denied”. 

 An “Approved” packet cannot be “Denied”.   

o Returned for Corrections  

 The packet has a status of “Returned for Corrections” when the State selects the Return 

button on the Application Packet screen.   

 This status unlocks the packet for the Sponsor and sets the status back to “Not Submitted”. 

 An “Approved” packet cannot be “Returned for Corrections”. 
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o Withdrawn  

 The packet has a status of “Withdrawn” when the Sponsor or State selects the Withdraw 

button on the Application Packet screen.   

 An Application Packet with a status of “First Level Approved” can be withdrawn. 

 An Application Packet with a status of “Approved” packet cannot be “Withdrawn”.  If an 

application has been “Approved”, it can only be “Cancelled” or “Terminated” by the State 

(see Application Packet section). 
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Application Statuses 

Statuses are used to define the current state of an application packet item. Each application can have only 

one status at a time.   

o Pending Validation  

 The application has a status of “Pending Validation” when the application has not yet been 

opened or saved.   

o Error  

 The application has a status of “Error” if it has failed system validation rules. Data entered is 

maintained. 

o Not Submitted 

 The application has a status of “Not Submitted” when the application is saved without error, 

but the Application Packet has not been submitted to the State. 

o Submitted 

 The application has a status of “Submitted” when the Sponsor has submitted the Application 

Packet to the State for review (i.e., the Sponsor has selected the Submit for Approval 

button).  

 Any application that is marked “Not Submitted” is changed to “Submitted” 

 The Application Packet becomes read-only to Sponsor users. 

o Approved 

 The application has a status of “Approved” when the State has approved the application (i.e., 

the State selected “Approved” in the Internal Use Only section of the form).  

o Denied 

 The application has a status of “Denied” when the State has denied the application (i.e., the 

State selected “Denied” in the Internal Use Only section of the form). 

 If the application is “Denied”, it can no longer be modified by the Sponsor. Only the State can 

change the status of the application. 

 When setting the application status to “Denied”, the State should enter a comment in the 

Comments to Sponsor field explaining the reason the application was denied. 

o Returned for Correction 

 The application has a status of “Returned for Correction” when the State has identified errors 

in the application and has selected “Returned for Correction” in the Internal Use Only section 

of the form.  

 When setting the application status to “Returned for Correction”, the State should enter a 

comment in the Comments to Sponsor field explaining the reason the application was 

returned. 

 



 

 75  

SCHOOL NUTRIT ION PROGRAMS USER MANUAL  

o Withdrawn 

 The application has a status of “Withdrawn” when the State has selected “Withdrawn” in the 

Internal Use Only section of the form. 

 If the Application Packet has ever been approved, there will not be an option to withdraw.  
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Claim Statuses 

Statuses are used to define the current state of a claim. Each claim can have only one status at a time.   

o Not Eligible 

 The claim has a status of “Not Eligible” when there is an application condition that is preventing 

claiming for the selected month (e.g., Sponsor or site is not authorized on the Application Packet 

to operate for the selected month or the Application Packet status is not “Approved”). 

o Incomplete 

 The claim has a status of “Incomplete” when the claim has been created in the system but the Save 

button was never clicked (e.g., timeout, logout, etc.).  The system saves the data that has been 

entered, but no edits have been performed. 

o Error 

 The claim has a status of “Error” when the claim has been submitted and has business rule 

violations. 

o Pending 

 The claim has a status of “Pending” when the claim has been saved and on-line edits have been 

performed, but the claim has not been submitted and validated with additional edits (e.g., 60 days 

edit, etc.).   

 Applicable only when the Sponsor is participating in Sponsor-level claiming. 

o Validated 

 This site claim has a status of “Validated” when the site claim has been entered, validated, and 

contains no errors. 

 Applicable only when the Sponsor is participating in site-level claiming. 

o Accepted 

 The claim has a status of “Accepted” when the claim has passed all on-line edits and additional 

edits (e.g., 60 days edit, etc.), and is ready to be included in the payment tracking process.   

 The claim can still be modified.  A revision is not necessary until the claim is included by the 

State in a batch payment process. 

o Accepted* 

 The claim has a status of “Accepted*” when the claim has been selected by the State for inclusion 

in the batch payment process; however, the batch process has not run. 

 The claim cannot be modified.  If the claim requires a change, a revised claim must be submitted. 

o Processed  

 Claim has been fully processed by SCN and has been sent to the State’s Accounting Office for 

disbursement of funds. 
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Glossary 

Breadcrumb Trail Breadcrumbs in CNIPS provide a quick reference as to the screen you are 

currently located and easy navigation to a previous screen. The breadcrumbs 

work similar to an outline: click on a link to the left to move to higher level. 

CEO The Community Eligibility Option operates under the NSLP and provides eligible 

private and public schools the opportunity to provide meals at no charge to all 

students. An eligible site must have at 40% or more of its students directly 

certified (DC) to participate. Under CEO meals shall be claimed at either the free 

or paid rate. The claiming percentage is derived by multiplying the DC 

percentage by a factor of 1.6. The resulting product is the percentage of meals 

claimed at the free rate and any remainder are claimed at the paid rate. Under this 

program student household applications are not collected by the Sponsor. 

Business Rule Edits A business rule edit checks for conformity of data entry to state and federal 

policies. The user can save a screen with business rule errors. 

Input Edits Input errors appear when an invalid data entry occurs (e.g., incorrect phone 

number entry). All input errors must be corrected before the user can proceed. 

NCES The National Center for Education Statistics (NCES) assigns unique identifiers to 

private and public schools to assist with data collection and analysis. CNIPS 

maintains this identifier in the School Nutrition Program to assist in data sharing 

with other systems. 

SCN The Division of School and Community Nutrition (SCN) administers the child 

nutrition programs under the authority of the USDA. Three nutrition programs 

are administered: Child and Adult Care Food Program (CACFP), National School 

Lunch Program (NSLP), and Summer Food Service Program (SFSP). 

Qualifying Data The School Nutrition Program (SNP) participating Sponsors will annually submit 

their enrollment and free/reduced child counts as of October 31
st
 on the Site 

Enrollment screen. 

Site This is the physical location for serving meals to eligible participants. The site 

administers the meals, ensures meals are served in accordance within USDA 

guidelines, performs recordkeeping, and ensures all other activities to maintain 
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compliance with state and federal regulations. 

Sponsor This is the organization participating in any of the nutrition programs 

administered by the USDA. The Sponsor has the contractual arrangement with 

the Division of School and Community Nutrition (SCN) and is responsible for 

ensuring accurate recordkeeping, monitoring meal activities at the site(s), and 

ensuring compliance with all state and federal regulations. 

Sponsor ID This is the five-digit unique identifier assigned by CNIPS to each Sponsor. The 

sponsor ID appears in the left hand corner of the CNIPS screen. A single sponsor 

ID shall be assigned to all sponsors. 
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Appendix 

Definition of Legacy vs. CNIPS Terms 

Legacy Term CNIPS Term 

October Qualifying Data Site Enrollment – Site List 

April DC Data Community Eligibility Option – Site Eligibility 

Health Inspections Food Safety Inspections 

 


